Record of destruction

FAO:

FROM:

DATE: 

The records listed below are due for destruction. Please check them carefully and sign at the end of the sheet(s) to confirm.
	Department / Section
	Record Title
	Medium / Media
	Covering Dates
	Reference to retention policy

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	I hereby authorise these records to be destroyed
	

	Signed:


	Position
	Date

	Checked by (RMS)
	
	

	Signed:


	Position
	Date

	Records destroyed by

date
	
	

	Signed


	Position
	Date


